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D5X 1 o
ILLEGIB ~ Fely

aUiJ: Ceneral =~ 2dministrative/Ferscnnel

Specific =~ Hiscellaneous Administrative Hatters

In the interests of expediency it 1 recuested that the following
items of business be considered, so tm% have snswers to carry ILLEGIB
251 back with him. | 25

ILLEGIB 1. irf!":a sbout 25 Heport of Training
b5X 1 Propress forng wilC Tilizes. In addition he reguests word on
the progreseof ] czmm_m_mmnﬁmlmm. He sugrests
ILLEGIB thst either‘ shonld be zble to pro=

25X1 vide ansvers on thiy latter ilem. o5
5X1 ji ?
2, would it be pofsible to obisin the correct +I5C ¢esignators

* for 11 eprropriste personnel in[ ] ilong the same Zines eould
you provide an up to date sccounting (28 of 26 Jsnusry 1957) oi annual

ani sick lesve for all XUBARK employees? This latter resuest is mode 80

s to engender greater efficlency in[_____ | personnel control and o5\
eliminate the neceasity for utilizing cable traffic for aueries on such

LEGIB

natters. would also appreciate a good briefing regarding Tire &
ittencdance|mabiers, specifically Project policy regarding ofT nd u[}. or

25X1 a/L veing kecorded for the seme work week,

25X1
4T Tecuest is being made for Hesdqusrters® actlon regarding

the 0iHi, Life and Henlth suplications which have bsen submitt=d through

LEGIB It is somewhnt disconcertins to the spplicants not te heve heard |LLEGIB
something within 2 period of almost ‘two months, znd still te required to 25
psy premiums. 4lso could & survey ke instituted by Headouarters detere
minT_Y_bﬁ_mj] status of Life and Healih payroll deductions for] |

LEGIB and

25X1 =] -

I
4. we have @ requirerent for several forms and other miscellanes:
25X
{a) 41l Forms neceasary for reporting injuries under the
Federsl imployees Liability Act. - S SESEA.
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(b) Form 51-284 - Dispatch Forms - 1 fenm,
(c) sanitized Dond for dispatches = 1 Hesm,

{(Both (b) =nd (¢) previously requested but ne recerd of
receipt).

{d) Form 475 (33~2) which though received (50) byl:T| 25X1
is being held intact for cversess shipmend, One tablet co

25X1 be vtilized by[ | Finance in support of proceseing team,

{e) Forms necessary for instituting autematic payroll
deductions for Heeslth and life premiums for those who had
policies and were peyinz monthly by check, or in the absence
of forms, instructions as to procedures for accomplishing the
SAme .

(£} iprendix 1 to the new FHS, approximately 50 zre
25X1 requested for | |

{g) Form 108, Security check shects = one packsge should
te sufficient for & start.

5. 50 s to facilltate administrative procedures and incldentally
in kecping with cover end zilso in view of expected overseas location of

25X1 [ ]neve requirement for seversl tems. local procurement 25X1
attempts have rot always been too success y virtue of sceountabilitly
25X1 requlred of [ ] esteblishments.
25X1 {2) 10=1, [} correspondence Hamual.

{b) 36-1, Gfficer's iFSC Designstors.

Eii'}BPg ;;}%73—10, Currency Restrictions. (Required rmder:l 25X1

25X1 (8) 173~20, [ |Finence Mernuel. (Mot essentlsl but would
be most helpful).

6. There are several miscellaneous items relstive to personnel
administration, which are;, to s minor degree, somewhat pestiferous; to wit:

25X1 {a) Three[  |are still on Vouchered funds. 111 the
Processing Team convert them, and if affirmstive, csn they at
that time have 1ife insurance, hospitaligation snd credit union
zllotments applications processed?

e
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. {b) Some of the imdiviiuals st [ |have questions
regarding the 2C income tax., JSome have not {iled TForm D=4A
(¢ Konei:esidence Certificate). Is this mendatory for 2117

1f so, we wiil need some coples #s well as those for residents

“of ¢, Incldentally, could we also have some DC Income Tax

Yorms, since it is assumed that legally all those iC5 to
“ashington will bsve to file,

{c) ve still do not heve ¢ copy of the Memorendusm of Under—
standing which Froject Finance Cffiecer initiated,

(d) 4ll centractor personnel now have f{iled copies of ot
physical examinstions, however the employees clalm Tt
they are mot required to do this by virtue of their indirect
contract rslation with XUBARK, Flease clarify.

25X1

{e) »e will have Poliee Clesrances on everyone but KULARK,
personnel and

(f) 1040 75 Forms received from Headquerters. r attempt
is heing made to obtein Focrme 1040, 1CLOA end instruction 25X1
booklets locelly in[ | through You mey cancel cur
recquisition te you on this item, BPelieve this to be
requisition 11=-27-2289. |:| 25X1

{g) Could Headquarters supply & complete list of actusl
Gu ratings, and G5 egquivalents as appropriate? We have an
old incomplete list,

ILLEGIB

25X1
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